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Name: 
 
Project: 
 
Project Partner: 
 
What I need to know/find out to 
accomplish my project: 
 
1. 
 
 
2. 
 
 
3. 
 
 
Tasks I think we NEED to DO to 
be prepared to present this as a 
finished project: 
 
1. 
 
2. 
 
3.  

Meeting 1 Notes: 
 
Person Responsible: 
 
Task: 
 
 
 
 
 
Person Responsible: 
 
Task: 
 
 
 
 
Person Responsible: 
 
Task:

Meeting 2 Notes: 
 
Person Responsible: 
 
Task: 
 
 
 
 
 
Person Responsible: 
 
Task: 
 
 
 
 
Person Responsible: 
 
Task: 


